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1. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOrPAMMBI YYEBHOM
TACIATITAHBI

1.1 O6sacTh NpUMeHeHHsI TPOTPAMMBbI

[Tporpamma yueOHOH IUCHUIIMHBI «/[0KYyMeHTAllMOHHOe o0ecnieyeHHe YIIPaBJIEHHS»
SIBJISIETCSI YAaCThIO OCHOBHOM NMPO(eCCHOHAIBHON 00pa30BaTeIbHON MPOTrPpaMMbl B COOTBETCTBUH
¢ ®I'OC CIIO no cnenmansaoctu 40.02.04 FOpucnpyaenuus.

PaGouass  mporpaMma = MOXeET

OBITH

HCIIOJIB30BaHa B JOIIOJITHUTCIIbHOM

npodeccuOHaTBLHOM 00pa30BaHUU B paMKax pean3alliy IporpaMM MepernoroTOBKH KaJIpoB.

1.2 MecTo AMCHMIUIMHBI B CTPYKTYpe OCHOBHOH 00pa30BaTe/IbHON NPOIrpPaMMbI:
VYuebHast nucnuimimHa «/JloKymMeHTalHOHHOe o0ecrevyeHHe YNPaBJIeHUSI» OTHOCUTCS K
oOuienpodeccuoHaIbHOMY LMKIY OCHOBHOW 00pa3oBaTelbHOIM MpOrpamMmbl B COOTBETCTBHUH C
@I'OC CIIO no cnermansHocty 40.02.04 FOpucnpyneHnus.

1.3 LHeau 1 miiaHupyemMblie pe3yabTaTbhl 0CBOCHUS IUCIHUIIINHBI:

B pamMkax mporpamMmbl y4eOHOW AUCHIUTUIMHBI OOYYAIOIIUMUCS OCBAWBAIOTCS YMEHUS H

3HAHUSA
Kon YmMenus 3HaHus
[1K,
OK
IIK 1.1 | npuMeHATh Ha IPAKTUKE TEPMHHOJIOTHIO B 00J1acTH
IIK 1.2 | rocynapcTBEHHbIE CTAaHIAPTHI, JIOKYMEHTAIMOHHOTO 00ecreueHust
IIK 1.3 | npyrue HOpMaTUBHO-METOJAUYECKUE | YIPABJICHMUS;
OK 01 | DOKyMEHTBI, PErIAMEHTUPYIOLINE
OK 09 | opranuzanuio JOKyMEHTaI[MOHHOTO

o0ecrieYeHus yIpaBIeHHS,

COCTaBJIATh M MTPABUIILHO
oOopMIIATE OCHOBHEIE BHJIBI
OpraHU3aIHOHHO-
pacropsIUTeIbHBIX JOKYMECHTOB;

HOPMATHUBHBIC JOKYMCHTBI,
perIaMeHTHPYIOIIHE COCTABICHUE U
odopMIICHHE JOKYMEHTAIMH U IOPSJIOK e
00paboTKy;

opopMIIATh HHPOPMAITHOHHO-
CIPAaBOYHYIO JOKYMEHTAIIUIO,

IpaBUjIa COCTABIECHUS U 0(OPMIICHUS
OpraHU3alMOHHO-PACTIOPSAAUTEIbHBIX
JIOKYMEHTOB, BXOJISIIIIUX B Y HUGHUIIUPOBAHHYIO
CHUCTEMY OpPraHU3alMOHHO-PACIIOPSAAUTEIBHBIX
JIOKYMEHTOB, Y HU(MHUIIMPOBAHHYIO CUCTEMY
MIEPBUYHOM YYETHOM TOKYMEHTALlH B YAaCTH
JOKYMEHTAIUU 110 YYETY TPYya;

o(hopMIATH KaJpOBYIO
JOKYMEHTAIHIO;

MOPSAZIOK MIPOBEACHUS SKCIIEPTU3bI LIEHHOCTH
JIOKYMEHTOB U MOATOTOBKH 1€ K ApXUBHOMY
XPaHEHUIO.

0(OpMJIIATH MPETEH3MOHHO-UCKOBYIO
JOKYMEHTaIMIO.

TEXHOJIOTUIO OpPraHM3aIlK JOKyMEHT0000poTa
B OpraHu3aiusx (YUpexJIeHHUsX).

B pamkax mporpaMMbl y4eOHOW JUCHUIUIMHBI 0Oy4aromuMucs (HOpMUPYIOTCS 00IHe

KOMIICTCHIIN:

OK 01. BeiOupare cnocoObl pemeHus 3aaad NpoPecCHOHATBHON JAeATeNbHOCTH

IMPUMCHUTCIIBHO K pa3JIMYHbIM KOHTCKCTAaM.

OK 09. Ilonb3oBarbecsi mpoecCHOHAIBHONW JOKyMEHTalMel Ha TOCYJapCTBEHHOM U

HHOCTpPaHHOM A3bIKax.
B pamkax mporpammsl
npoQeCCHOHAIbHBIE KOMITETCHITHH

yu4eOHON  JTUCIUTUTMHBI

oOyyaromuMucst  (OpMHUPYIOTCA

I1K 1.1. OcymiecTBasTh mpodecCuoHaTbHOE TOJIKOBAaHUE HOPM TpaBa.
I[IK 1.2. IlpumeHsTh HOpPMBI TpaBa [UIsl pelieHHs] 3ahad B IpodhecCHOHATHLHOM




JESATENBHOCTH.

[IK 1.3. BnageTs HaBbIKaMU MOATOTOBKH HOPUAMYECKHX HOKYMEHTOB, B TOM YHUCIE C
UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHA.

B pamkax mnporpamMmbl y4eOHOM JUCLUIUIMHBL OOydaroluMHcA (QOpMUPYIOTCA
JIMYHOCTHBIE PE3YNIbTATHI:

JIP 13. JIeMOHCTpUPYIOIIUH TOTOBHOCTh W CIOCOOHOCTH BECTH C APYTHMMHU JIHOJbMH,
JOCTUTaTh B HEM B3aMMOIIOHMMAHHS, HAXOOuTh OOIIME LEIW U COTPYyAHHYATh I HX
JOCTHXKEHUS B TPO(ECCHOHAIbHON AEATEIbHOCTH.

JIP 14. TlposBastonuii coO3HATEIBHOE OTHOIIEHUE K HEMPEPHIBHOMY OOpa30BaHUIO KaK
YCIIOBHIO yCIIEHIHOM NpodecCHOHaIbHOM U 00IIECTBEHHOH 1€ TENbHOCTH.

JIP 15. IlposBasitoniuii TpakJaHCKOE OTHOLICHHE K MPO(eCcCHOHAIBHONW AEATEIbHOCTH
Kak K BO3MOXHOCTH JIMYHOI'O Y4YacTUsi B pELICHUHM OOIIECTBEHHBIX, TIOCYIapCTBEHHBIX,
0O0IIEHAIIMOHAIBHBIX TPOOJIEM.

JIP  17. 1lposiBAsATh Tpa’kKJIaHCKO-TIATPUOTUYECKYH) MO3ULIMIO, JI€MOHCTPUPOBATH
OCO3HAHHOE MOBEICHUE Ha OCHOBE TPAIUIIMOHHBIX OOIIEUEIOBEUYECKUX IIEHHOCTEH, MPUMEHSTH
CTaHAapPThl aHTUKOPPYILIUOHHOIO ITOBEICHUS.

JIP 18. [lmanupoBaTh M peaan30BbIBAaTh COOCTBEHHOE MPO(PECCHOHATBHOE U JTMYHOCTHOE
pa3BUTHE.

JIP 19. Pabortatp B KOJUIEKTHBE W KOMaHZE, 3(P(EKTUBHO B3aWMOJICHCTBOBATH C
KOJUIEraMH, PYKOBOJICTBOM, KIIMEHTAMHU.

JIP 20. OcymiecTBiasATh YCTHYIO U NUCBMEHHYIO KOMMYHHUKAILMIO Ha IOCYAapCTBEHHOM
A3bIKE C yUETOM 0COOEHHOCTEH COLMANBHOTO U KYJIBTYPHOI'O KOHTEKCTA.

JIP 22. Wcnomp3oBaTh HMH(POPMALMOHHBIE TEXHOJOTUH B  MPO(HECCHOHATBLHOU
JESATEIIBHOCTH.

JIP 23. Tlonp3oBarhecsi MPO(ECCHOHATBHON TOKYMEHTAllMe Ha TOCYAApCTBEHHOM U
WHOCTPAaHHOM SI3bIKaX.

JIP 32. IlposiBasiTh 1OOPOXKENATENBHOCTh K OKPYXKAIOIIUM, E€IUKAaTHOCTh, YyBCTBO TaKTa
Y TOTOBHOCTB OKa3aTh YCIYI'y KaXXJ0My KTO B HEH HYXKJA€TCs.



2. CTPYKTYPA Y COJIEP)KAHUE YUYEBHOM JUCIIUILINHBI
2.1 O0bém yueOHOM AMCUMIIMHBI M BUABI Y4eOHOI padoThl

dopma o0yueHusi: OUHAs

Bun yueOHo# padoThI O0bém
4acoB
O0bem 00pa3zoBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCHUATIIUHbBI 72

B T.4. B ()OpME MPAKTHYECKOHN MOATOTOBKU -

B TOM YHCIJIC:

JIEKLIUOHHBIE 3aHATUS 18
MPAKTUYECKHUE 3aHATHS 36
CamocrosiTejibHas padora 18

[Tpomexxyrounas arrecramus B hopme auddepeHIIHPOBAHHOIO 3a4eTa




2.2. TemaTuyeckuii IJIaH U coep:KaHNE YUeOHOM U CHUIIIMHBI

HaumenoBanue Conep:kanue yuyeOHOro marepuasa u GopmMbl OpraHu3amumn Oo0bem, akaj. 4. / Koabl komnereHuii
pa3/iesioB M TeM AeATeTbHOCTH 00y4YaloUXCs B TOM 4mucJje B (popme U JTHYHOCTHBIX
NPaKTHYECKOMH pe3yJbTAaTOB,
NOArOTOBKM, aKajd. 4. | (P OPMHPOBAHUIO KOTOPBIX
CIOCOOCTBYET 3JIeMEHT
MPOrpamMMblI
1 2 3 4
Tema 1. Bsenenue. | Coaep:xkanue y4eGHOro MaTepuajia 2 OK 01, 09
JHokymMeHT u cucrema | JJokyMeHT Kak HOCHTENb WH(POpPMAlWU: TOHSATHE, MPU3HAKH, [K11-13
JOKYMEHTaluu (GyHKIMH. DIEKTPOHHBIN JTOKYMEHT. JIP 13-15, 17-20, 22-23,32

Knaccugukarus 10KyMeHTOB.
Cranpaptuzanus 1 yHU(UKaLUs T0KyMEHTOB.
CucTeMbl TOKyMEHTAIIUH.

TpakTHYecKoe 3aHsITHE 4
Hcropus hopMUpOBaHHS U PA3BUTHUS YICHUS O JOKYMEHTE.
TexHuueckue cpencTBa 00pabOTKH JOKYMEHTOB.

PaGora ¢ HOpMaTHBHBIM MaTepHaioM IO YyHU(DUKAIUU

JOKYMEHTaL1H.
[TpaBuiia 3amoyiHeHUs YHU(PUIIMPOBAHHBIX TOKYMEHTOB.

CamocrosiTeibHas padoTa 00y4alOIMXCs 3
HopmaruBHo-meToanueckoe peryaupoBaHue

Jenonpoun3sojacrsa B PO.
OO0m1as XxapakTepuCTUKa CUCTEM JIOKYMEHTauu B PO.
Joxinan Ha TeMy: «OBOJIOLUSA AOKYMEHTa KaK HOCHUTENS

UHPOpMAITHNY, «Bo3HUKHOBEHNE " pa3BUTHE

JIeNIonpou3BoicTBa B Poccumy.
Tema 2. | Conep:kanue y4eOHOr0 MaTepuasa 2 OK 01, 09
OpranuzanroHHO- Opranu3anioOHHO-PACTIOPSIUTENbHBIE JTOKYMEHTHI: IOHATHE, MK 1.1-13
pacropsiANTeIIbHBIC OCOOEHHOCTH, BUIHI. JIP 13-15, 17-20, 22-23,32
JOKYMEHTBI OO6ume TpeOoBaHHs 1O OQGOPMIICHHIO OPTraHU3AIMOHHO-

pacropsiANTEIbHBIX TOKYMEHTOB.




IIpakTnyeckoe 3ansitue

CocraBnenue u odopmieHue
PAaCIOPSIIUTENBHBIX TOKYMEHTOB.
CocraBienue 1 0hopMIICHHE PacIOPSKESHHSL.

OpraHU3alMOHHO-

CamocrosiTesibHasi padoTa 00y4a0IMXcst

Odopmienne oOpasia MTaTHOTO PACIIUCAHUS OPTaHU3AIHH.
AnHanu3 ocoOeHHOCTEH O(OpMIICHHS —PacOPSIUTEIbHBIX
JIOKYMEHTOB.

Tema

3.  Kaaposas

JOKYMCHTAaIUA

Coaep:xanue yue0HOro MaTepHaJia

Bugsl  1OKYMEHTOB 1O JHUYHOMY COCTaBy, OCHOBHBIE
PEKBU3UTHI U MpaBuiIa UX 0HopMICHUS.

OO6mue TpeboBaHusS 110 0OPMIICHHUIO CIPABOK, JOKJIATHOW H
CIIy>keOHOI1 3aIMCKH, aKTa.

OOmme TpeboBaHUS W mpaBwia OGOPMIICHHUS TPYIOBOTO
JIOTOBOpa, MpUKa3a O IMpuemMe Ha paboTy, odopMIeHHUS
TPYAOBOUN KHMKKH.

HpaKTI/I'{eCKOE 3aHATHEC

OdopmiieHre JOKYMEHTOB 110 IUYHOMY COCTaBY.
Odopmiienre crpaBoK, MOKIATHOM M CIY)KEOHOM 3amuCKH,
aKTa.

Odopmiierre TpyaoBOTO JIOrOBOpa, MpHKa3a O IMpUeMe Ha
paboty, opopmIIeHHE TPYAOBOM KHUKKH.

CamocrosTeabHas paﬁoTa oﬁyqalonmxca

Odopmnenne obpasiia TMUHOTO 3asBICHHS, PE3IOME.

OK 01, 09
MK 1.1-13
JIP 13-15, 17-20, 22-23,32

Tema 4. JloroBopHo-
npaBoBas
JOKYMCHTAIUA

Conep:kaHue y4eGHOr0 MaTepuaja

[IpaBuna cocraBneHus, 0HOpPMICHUE U CTUIIb JIETOBBIX MHUCEM.
[TpaBuna opopmMieHus 1e10BOM U KOMMEPUYECKON MTEPEITUCKH.

IIpakTHYecKoe 3aHATHE

OdopmneHne 10roBopa Kymiu-poaakKy.
CocraBiieHue JeJI0BOro IIMchLMa.

CamocrosiTesibHass paboTa 00y4arOImMXCcs

OO0111ie OCHOBBI JI€JI0BOM KOPPECTIOHACHITIH.

OK 01, 09
MK 1.1-13
JIP 13-15, 17-20, 22-23,32

Tema

5.

IMousatue

Conep:kanue y4eOHOT0 MaTepuaJia

OK 01, 09




JIOKYMEHTO000poTa,
perucrpanus
JIOKYMEHTOB

[TonsiTre perucTpanuy JOKyMEHTA U €€ CTauH.
OO01re npaBuiia perucTpaluy yIupaBJIeHYECKUX TOKYMEHTOB.

IIpakTnyeckoe 3ansitue

Cocrasienue 1 opopmiIeHHE JOKYMEHTO000pOTa.

CamocrosiTesibHAasi padoTa 00y4a0ImMxcst

OdopmieHne perucTpalv  BXOAANUX W HCXOMSIIUX
JIOKYMEHTOB B paMKax HEOOXOIUMBIX MJI JaHHOTO BHJA
JIOKYMEHTOB PErMCTPALIMOHHBIX (HOPM.

CocraBieHue cxeMbl JOKyMEHT0000pOTa IPEAIPUATHSL.
Hoxnan Ha Temy: «llopsamox HampaBieHUs NOKyMEHTa Ha
UCHOJIHEHUE», «Buabl U (GopMBbl KOHTPOJISL HUCIOJHEHUS,
CPOKOBasl KAPTOTEKa.

I[IK1.1-1.3
JIP 13-15, 17-20, 22-23,32

Tema 6. Opranuzanus
OTIEPATUBHOTO U
APXHMBHOTO XpaHEHUS

Coaep:xanue yue0HOIro MaTepHaJia

OcHOBHBIE TpaBUJIa OPraHMU3ALUU JTOKYyMEHTOOOOpOTa Ha
IPEANPUATHH.

OK 01, 09
MK 1.1-13
JIP 13-15, 17-20, 22-23,32

JIOKYMEHTOB KadecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTO000POTA.
[TonsiTve onIepaTUBHOTO XpaHEHUs JOKYMEHTa U TpeOOBaHuUs K
OpraHM3alMy  OIEPaTUBHOIO XPAaHEHMsI YIPAaBJICHUYECKOU
JIOKYMEHTaI1H.
Homenkmarypa gen: nmoHsATHe, BUABL, TpeOOBaHUSA K
0(OPMIICHHIO.
®opmupoBanue u odopmienue gen. Cucremarusanus
JIOKYMEHTOB B Jiejie. XpaHEHHUE JE.
Cpoxu XpaHeHHsI TOKYMEHTOB.
OKcnepTu3a HEHHOCTU JOKYMEHTA.
[Tpouenypa nepenayn TOKyMEHTOB Ha apXUBHOE XpaHEHUE.
[Tpouenypa yHUUTOXKEHHS JOKYMEHTA.
Opranu3zaiys JIeKTPOHHOTO JOKYMEHTO000pOoTa.
IIpakTHyeckoe 3aHsATHE
CocrapieHre HOMEHKIATYpbl U (OPMUPOBAHUE JEII.
[TonroroBka JOKYMEHTOB JIJIsl XpaHEHHUS.
CamocTtosiTeibHasA padoTa 00y4YaOIMXCst
OdopmiieHne TUTYIBHOTO JucTa «Jlemoy» Uil Caauu B apXuB.
IIpome:xkyTOoyHast JuddepeHupoBaHHBIN 3a4eT

8




aTTrecTamus

Bcero:

72




3. YCJOBUS PEAJIM3ALIMU YYEFHOU JUCHUIJIAHBI

3.1 TpeGoBaHNs K MUHUMAJIbHOMY MAaTEePHAJIbHO-TEXHHYECKOMY 00ecle4YeHHI0:

HaunmeHoBaHMe ciennaabHO OcCHalEHHOCTD CIEeNHATbHO

000py/10BAaHHOT0 Y4eOHOI0 KaOuHeTa 000py/10BAHHOT0
y4eOHOro KabuHera

KabuneT mpodeccHoHaNbHBIX TUCITUTLINH OyHKIMOHANBHAS Mebenb (ydeOHbIe MapThI,
CTYJIbS, CTOJI U CTYJ IpernojaBaTens, y4deOHas
JIOCKa).
TexHuueckue cpencTBa oOyueHus:
MEPEHOCHOW HOYTOYK C  JIMIICH3UOHHBIM
MIPOrpaMMHBIM obecrnieueHneM c
BO3MO>KHOCTBIO MOAKTIOYEHUS K
MH(OPMaLIOHHO-TEIIEKOMM YHUKAI[THOHHOM
ceTH «MHTEpHETY, MYJIbTUMEIUMHBINA
MIPOEKTOP, IKPaH, KOJIOHKH.
WnpopmaniionHble CTEHAbBI M IIKapbl IS
xpaneHuss YMK u  HMHpOpMAIMOHHBIX
MaTepuaios.
Cxembl, TaOIUIIBI, MIIAKATHI

3.2. UndopmanmnoHHoe obecniedeHHe peajn3alui NPOorpaMmMbl

3.2.1. OcHoBHasi IUTEPATypPa
1. Bapmynna, B. B., JlokymeHTalimonHoe obOecrnieueHue yrnpasieHus : yueOHuk / B. B.
Bapmyan. — Mocksa : Octunms, 2024. — 271 c¢. — ISBN 978-5-406-12551-9. — URL:
https://book.ru/book/951739 (35C BOOK.RU)

3.2.2. JlonoJHUTEIbLHAS JUTEPaTypa

1. TrwoneneBa, T. A., JlokyMeHTallMOHHOE oOOeCIeYeHUE YIpaBJICHUS : Yy4eOHO-
meroaunyeckoe nocodue / T. A. TroneneBa. — Mocksa : Pycaiinc, 2024. — 100 ¢. — ISBN 978-
5-466-04276-4. — URL.: https://book.ru/book/951568 (35C BOOK.RU)

2. JlokyMeHTanmoHHOe oOecrnieueHue ympasieHus : yuebnuk / C.A. I'motoBa, A.IO.
Konrkosa, FO.M. Kykapuna [u ap.] ; nox pen. T.A. beikoBoit. — Mocksa : KnoPyc, 2023. —
266 c. — ISBN 978-5-406-10334-0. — URL.: https://book.ru/book/944958 (35C BOOK.RU)

3. Muxaiinosa, JI. JI., Opranu3anus TOKyMEHTAIMOHHOTO OOeCTieueHHs yIpaBlICHUS U
GbyHKIIMOHUPOBaHUS opraHu3aiuii : yaeonoe nocodue / JI. JI. Muxaiinoa. — Mocksa : KnoPyec,
2023. — 211 c¢. — ISBN 978-5-406-11801-6. — URL: https://book.ru/book/949731 (OBC
BOOK.RU)




4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUA YYEEHOI

TACIATITAHBI

Pe3yabTarsl
(ocBOEHHBIE YMEHUS,
YCBOEHHbIE 3HAHUS)

Kpurepum ouenkn

MeToabI OLIeHKH

Ymersn:

V1. MPUMEHSTh Ha
MPAKTUKE TOCYIapPCTBCHHBIC
CTaHapTHl, npyrue
HOPMAaTUBHO-METOIUYCCKUE
JIOKYMEHTHI,
perIaMeHTHPYIOIINE
OpraHHU3aIII0
JOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBIcHUS;

V2. COCTaBJISITh u
MIPaBUIIbHO oopMIIATH
OCHOBHEIC BU/IBI
OpraHU3aIMOHHO-
pactopsaUTeIIbHBIX
JIOKYMEHTOB;

v3.
nH(pOpMaIMOHHO-
CIIPABOYHYIO TOKYMEHTAIIUIO;

V4. opopMIIsTh KaJpOBYIO

oopMIIATh

- oopmiieHHE TOKYMEHTOB W
pelieHue MPAaKTUICCKUX
CHTyalliii C HOPMAaTUBHBIM
MIPaBOBBIM 0O0OOCHOBAHUEM;

- JICMOHCTpAIMs  HaBBIKOB
paboThl ¢  HOPMATHBHBIMH
NPaBOBBIMU aKTaMH, B T.4. C
WCIIOJIb30BaHUEM
nH(pOPMAIMOHHO-
KOMITBIOTEPHBIX TEXHOJIOTHIA.

- 000CHOBAHHOCTb
MOCTAHOBKH IIE€JIM, BBIOOpA U
NPUMECHEHHUSI ~ METOJOB U
Croco0oB peeHus
npodeccCHOHABHBIX 33/1a4;

- HCIOJIb30BAaHHE Pa3JIMYHBIX
HCTOYHHKOB, BKJTFOUAsI
AJIEKTPOHHBIC PECYPCHI, MeIHa
pecypcebl, MHTEpHET-pecypceHl,
MEPUOJINYECKUE U3JaHUs TI0

VYeTHbII onpoc
[IpakTuyeckue 3a1anus
TecToBbIC 3amaHus

Hoxman
JuddeperurpoBanHbIii 3aueT

JOKYMEHTALUIO; CHELUAJIbHOCTH JUIS PELICHUs
V5. oopMIATh | MpohecCHOHANIBHBIX 3a/1ay.
MPETCH3NOHHO-NCKOBYIO
JIOKYMEHTaIUIO.
3HaTh: - JIEMOHCTpaLUs VYeTHBI onpoc
3l.  TEepMHHONOIMIO B | OTBETCTBEHHOCTH 3a [IpakTrueckue 3agaHus
o0JacTu AOKYMCHTAIIMOHHOI'O | IIPUHATLIC peuicHus, TectoBnIe 3aJaHusA

o0ecrieyeHus yrpaBieHUs;

32. HOpPMaTHUBHbBIE
JIOKYMEHTHI,
perIaMeHTHPYIOIINE

cocTaBiieHHe M odopMieHne
JOKYMEHTAIlUN U TIOPSIJIOK €€
00paboTKu;

33. mpaBuia COCTaBJICHUS
" oopmienus
OpraHu3aIOHHO-
pacropsauTeNbHbIX
JOKYMEHTOB, BXOJSIIAX B
YHUPHUIHMPOBAHHYIO CHUCTEMY
OpraHu3aIOHHO-
pacropsauTeNbHbBIX
JIOKYMEHTOB,
YHUPHUIHMPOBAHHYIO CHUCTEMY
MIEPBUYHOMN Y4ETHOU
JOKYMEHTAllMM B 4acTH

000CHOBAHHOCTb CaMOAHaJIN3a
U KOPpPEeKIUS PEe3yJbTaTOB
COOCTBEHHOM paboTHI;

- WCTIOJIh30BaHUE
3aKOHOJIaTEeIbHBIX u
HOPMATHBHO-TIPABOBBIX aKTOB
npu IUTaHUPOBaHUU
MPEINPUHUMATETbCKON
JeSITebHOCTH B
npodeccruonanbHOM chepe;

- JIEMOHCTpalysl 3HaHUHA B

obnactu ¢dbuHaHCOBOM
IPaMOTHOCTH.

- KOHCTPYKTHBHOCTh
B3aUMOJICHCTBUSA C
oOydJaronmmMucs,
IpernojaBaTeNsiMd B XOfe
oOyueHusi, pPYKOBOJIUTEISIMHU

y4eOHOI ¥ POU3BOJCTBEHHON

Joxknan
JuddepeHnpoBaHHbIN 3a4eT
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JOKYMEHTAIlMd  TI0  y4YeTy
Tpyaa;

34. NopsAOK MPOBEICHUS
AKCIIEPTU3BI LIEHHOCTH

JOKYMEHTOB W IOATOTOBKH
JieN1 K apXUBHOMY XPaHEHHUIO.

35. TEXHOJIOTHIO
OpTraHu3aIuu
JIOKyMEHTO000poTa B
OpTraHU3aIUIX
(YIpeXIeHUsX ).

MIPaKTHUK.

- colOutoieHne HOPM
npodeccnoHanbHOM STUKY;

— MTOCTPOCHHE
PO eCCUOHATBHOTO OOIICHUS
c y4eTOM COIMATLHO-
npodeccuoHanbHOTO CcTaTyca,
CUTYyaI1 OOIICHHUS,
OCOOCHHOCTEH  Irpynmbl U
WHIBUIYaIbHBIX
0COOEHHOCTEH
KOMMYHHKAIUH.

- TIPaMOTHOCTh
IIACbMEHHOU peuH;
- oopmiieHHE IOKYyMEHTOB B
coorBercTBun ¢ 'OCToM;

- SICHOCTh (hOPMYIHUPOBAHUS U
HU3JI0KCHHS MBICIICH;

- TIPOSIBIICHUE TOJICPAHTHOCTH
B IIpoLIecce OOIIEHUS.

- coOntoieHue HOPM
MOBEICHUS BO BpeMs YUeOHBIX
3aHATHI;

- coOmogeHne  CTaHAapTOB
AHTUKOPPYIIIHOHHOTO
MTOBEICHHUS.

- coOnronaer
3KOJIOTUYECKOHN
0e30I1aCHOCTH;

— ompeAenseT HampaBlICHUs
pecypcocOepekeHHsl B paMKax
npodeccnoHanbHOM
JEeSATSIIbHOCTH
CHEIHATbHOCTH.

- 3¢ PeKTUBHOCTD
WCIIOJIb30BaHUS CpeICTB
(GU3HYECKON KyIbTYpBI IS
COXpPaHEHUS U YKpEIUICHHUS
3JI0pPOBBS B nporecce
npodeccnoHanbHOM
JESATSIILHOCTH U TTOJIJICPIKAHUS

Y4aCTHHUKOB

YCTHOH U

HOPMBI

10

HE00X0AUMOTO YPOBHS
¢busnueckoi
TIOJITOTOBJICHHOCTH.

- 3¢ PeKTUBHOCTH
UCIIOJIb30BAHUS B
npodecCuoHaATbHON

JACATCIIBHOCTHU HCOGXOHHMOﬁ
AOKYMCHTAIMKU, B TOM 4YHCIIC
Ha HHOCTPAHHOM S3BIKC.
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Ipunoxenue k PITY [
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(K01 1 HANMEHOBAHUE)
CrneunanbHOCTh 40.02.04 FOpucnpyzaenus

Momrkap-Oma
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1. ITacnopT ¢oHIAa OLIECHOYHBIX CPEACTB

1.1. Ob6aacTh NpUMeHeHHsI

®onn oneHouHbIX cpenactB (Aaee — @OC) yist TEKYIEro KOHTPOJS yCIEBAEMOCTH M
MPOMEXKYTOUHOM aTTecTaly MpedHa3HaueH [Jid OICHUBAHHS 3HAHWM, YMEHHH, YpOBHS
c()OPMUPOBAHHOCTH  KOMIIETEHIIMH  oOywarommxcs  1no  cnemmanbHocTn  40.02.04
KOpucnpyanenuus, no nucuuiuivie «/JlokymeHTanuonHoe odecneyeHue ynpaBieHHsD.

@®OC cocraBien Ha ocHoBe @IOC CIIO, paboueil mnporpaMmbl JAUCHUTLIAHBI
«JlokyMeHTaMOHHOEe 00ecriedeHue YIPaBJIeHUsD).

[IpomexxyTounass — arrectanus IO  JUCHUIUIMHE  IpeaycMoTpeHa B (opme
nuddepeHIMPOBaHHOTO 3a4eTa.

1.2. Ilnanupyembie pe3yJibTaThl 0CBOEHUSN Y4eOHOM T CUUIIHHBI.

@®OC no3BOJSET OLUEHUTH Pe3yJbTaThl OCBOCHHS y4eOHOM AUCIUILIUHBI B COOTBETCTBUH
¢ TpeOoBaHUAMU pabodell mporpamMMal.

B pesynbrare ocBoeHUs yueOHON AUCIUTIMHBI O0YYaIOIIUIICS JOKEH 3HATH:

31. TepMHUHOJIOTHIO B 00JIACTH JOKYMEHTALMOHHOTO 00ECIIeYeHHs yIIpaBIICHUS;

32. HOpMaTHBHBIE JIOKYMEHTBI, DPETJIAMEHTHPYIOIIHE COCTaBICHHE H O(OopMIICHHE
JOKYMEHTAIUH U TOPsIIOK ee 00paboTKH;

33. mpaBuia cocTaBi€HUS U O(OPMIIEHUS OpraHU3alUOHHO-PACIOPSIUTENbHBIX
JIOKYMEHTOB, BXOJAIIUX B YHU(DUIMPOBAHHYIO CHCTEMY OpraHH3allMOHHO-PACHOPSIUTEIbHBIX
JOKYMEHTOB, YHUQUIMPOBAHHYIO CHUCTEMY IIE€PBUYHON YYETHOW MOKYMEHTAIlMM B 4YacTd
JOKYMEHTAIUH 10 YYeTy Tpy/a;

34. TOpsAIOK TMPOBEACHUS SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB M MOJTOTOBKH JI€N K
apXMBHOMY XpPaHEHHUIO.

35. TEXHOJIOTHIO OpraHu3aluu JOKYMEHTO000pOTa B OpraHu3almsIX (YUpexkKICHUAX ).

B pe3ynbrare ocBoeHUs yueOHOMN AUCHUILIMHBI 00Y4atOLUiicsa JOKEH YMeTh!

V1. nmpuMeHATh Ha NPAKTUKE TOCYAAPCTBEHHBIC CTAaHIAPTHI, IPYrHe€ HOPMATHUBHO-
METOAMYECKHE  JOKYMEHTBl,  PErIaMEHTHPYIOIIUE  OpPraHu3alUi0  JOKYMEHTALlMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

V2. cocTaBiasTh W NPaBWIBHO OQOPMIIATH OCHOBHBIE BHJbl OpPraHU3ALUOHHO-
pacropsIuTeTbHBIX JOKYMEHTOB;

V¥3. ohopMiasiTh HHPOPMALIMOHHO-CITPABOYHYIO IOKYMEHTAIINIO;

V4. opopmisTs KaIpoBYyIO TOKYMEHTAIIHIO;

V5. ohopMIITh IPETEH3MOHHO-UCKOBYIO IOKYMEHTALIHIO.

Komnerenmuu, popmupyeMbie B pe3ysibTaTe OCBOSHUS TUCIUITIIMHBL:

Oomme:

OK 01. BeiOupate cnocoObl pemeHus 3aaady NpoPecCHOHATbHOM JAEATeNbHOCTU
NPUMEHHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM.

OK 09. Ilonb3oBarbecsi mMpohecCHOHAIBHOW JOKyMEHTallMell Ha TOCYAApCTBEHHOM U
MHOCTPAaHHOM SI3BIKAX.

IIpodeccnonanbHbIe:

IIK 1.1. OcymiecTBasTh MpoPecCHOHAIBHOE TOJIKOBAaHUE HOPM TpaBa.

I[IK 1.2. IlpumeHsATH HOPMBI MpaBa A pelIeHus 334ad B MpodecCHOHATbHOU
NeSITETTHHOCTH.

I1IK 1.3. Bnagerp HaBbIKAMH MOATOTOBKM OPHIMYECKUX JIOKYMEHTOB, B TOM YHUCIIE C
UCTIOTF30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA.

JIngHOCTHBIE PE3yNabTaThl, POPMHUPYEMBIEC B PE3yJIbTaTe OCBOCHUS AUCITUTUTHHBI:

JIP 13. JIeMOHCTpHpPYIOMIHA TOTOBHOCTh U CIHOCOOHOCTH BECTH C APYTMMH JIOIABMH,
JIOCTUTaTh B HEM B3aMMOIIOHWMAHWS, HAXOJIUTh OOIIME IEMH W COTPYAHUYATh IS HX
JTOCTHXKEHUS B MPOPECCHOHATBHOMN 1eATeIHbHOCTH.
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JIP 14. IposBustomuii co3HaTeNbHOE OTHOLICHHE K HEMPEPHIBHOMY O0Pa30BaHUIO Kak
YCJIOBHIO YCTICTITHON MPO(PECCUOHATBHON U 00IIECTBEHHOM JIEATeTLHOCTH.

JIP 15. IlposBasitonuii TpakJaHCKOE OTHOIICHHE K NMPO(eCcCHOHAIBHONW AEATEIbHOCTH
Kak K BO3MOXHOCTH JIMYHOI'O YYacTHUsl B pELICHUHM OOIIECTBEHHBIX, TIOCYIapCTBEHHbIX,
00IIeHAIIMOHATBHBIX MTPOOJIEM.

JIP  17. IlposiBAsATh T'pa’kKJaHCKO-TIATPUOTUYECKYH) MO3ULIMIO, JIEMOHCTPUPOBATH
OCO3HAHHOE MOBEJICHUE HA OCHOBE TPAJNMLIMOHHBIX OOIEYEIOBEYECKUX LIEHHOCTEN, IPUMEHSATh
CTaHJapThl aHTUKOPPYILIMOHHOIO IIOBEICHUS.

JIP 18. [lnanupoBaTh ¥ peaan30BbIBaTh COOCTBEHHOE MPO(PECCHOHATBHOE U JIMYHOCTHOE
pa3BUTHE.

JIP 19. Pabortatp B KOJJIGKTHMBE W KOMaHJe, 3(P(GEKTUBHO B3aWMOJICHCTBOBATH C
KOJUIETaMH, PYKOBOJICTBOM, KIIMEHTAMHU.

JIP 20. OcymecTBiIsATh YCTHYIO M INUCBMEHHYIO KOMMYHHMKAIMIO Ha TOCYJIapCTBEHHOM
A3BIKE C yU€TOM 0COOEHHOCTEN COLMAIBHOIO U KYJIbTYPHOTO KOHTEKCTA.

JIP 22. Vcnomp3oBaTh HMH(POPMALMOHHBIE TEXHOJOTUU B
JESATEIIBHOCTH.

JIP 23. Tlonwp3oBatbcsi TMpO(PECCHOHATBHON JOKYMEHTAIlMeH Ha TOCYIapCTBEHHOM U
WHOCTPAaHHOM SI3bIKaX.

JIP 32. IlposiBAsATH 1OOPOKENATENBHOCTD K OKPY)KAIOIIKUM, JEIMKATHOCTh, YyBCTBO TAaKTa
Y TOTOBHOCTB OKa3aTh YCIYT'Yy KaKIOMY KTO B HEH HYKIAeTCs.

pohecCuOHATBLHOM

1.3. Buaibl KOHTPOJISA 1 METOAbI OLIEHKH
[IpeameToM OLEHKM CIyKaT yMEHWU,
po(heCCHOHATIBHBIX KOMIICTCHIIHI

3HaHUs, C(POPMHUPOBAHHOCTH OOIIUX H

KoHTpoJIb ¥ O11eHKA 0CBOeHHs Y4eOHOI JUCHUIIMHBI 110 TeMaM
HaumeHnoBaHue Buabl 1 MeTOABI OlIEHUBAHUSA
Tem Texkymmii KOHTPOJIb IIpomeskyTOYHAS aTTeCTALMSA
MeTtoabl IIpoBepsiemble MeToabl OLIEeHKH IIposepsiemble
OLICHKH KOMIIeTeHIIUM, KOMIIETeHI[UH,
yMeHusl, yMeHusl,
3HAHUS 3HAHUS
Tema 1. Beenenue. |  YcTHBIN OK 01, 09 Juddepennuponan- OK 01, 09
JlokyMeHT U orpoc MK 1.1-13 HBIN 3aueT IIK1.1-1.3
cucrema [IpakTuuec- 31-35 31-35
JIOKyMEHTauU KHe Y1-V5 V1-VY5
3aJJaHHS
TecroBble
3aJaHAS
Jlokman,
Tema 2.| VYcrHbrid OK 01, 09 Juddepennuponan- OK 01, 09
OpranuzanroHHO- oIpoc MK 1.1-13 HBIN 3a4eT IIK1.1-1.3
pacrops,AnTeINb- [IpakTruec- 31-35 31-35
HbIE JOKYMEHTBI KHE Y1-V5 Y1-V5
3aJaHHS
TecroBble
3aJaHHS
Jlokman,
Tema 3. Kagpopast | YcTHBIN OK 01, 09 Juddepennuponan- OK 01, 09
JIOKyMEHTaluUs orpoc MK 1.1-13 HBIN 3aueT IIK1.1-1.3
[IpakTuyec- 31 -35 31-35
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KHe Y1-V5 Y1-V5
3a/laHus
TecTtoBble
3a/laHus
Joxmnan
Tema 4. | VYcrHbId OK 01, 09 Huddepennuponan- OK 01, 09
JloroBopHO- ompoc K 1.1-1.3 HBIH 3a4eT K 1.1-1.3
IIpaBoOBast [IpakTuuec- 31-35 31-35
JIOKYMEHTaIUsI KHE V1-V5 V1-VY5
3a/laHus
TecTtoBble
3a/laHus
Joxmnan
Tema 5. Ilonsitue | YcTHBIN OK 01, 09 Huddepennuponan- OK 01, 09
JIOKYMEHTO000PO- ompoc K 1.1-1.3 HBIH 3a4eT K 1.1-1.3
ta, peructpauus | ITpakTuuec- 31-35 31-35
JIOKYMEHTOB KHe V1-VY5 V1-VY5
3a/laHus
TecroBble
3a/laHus
Jlokman,
Tema 6. YcTHBIN OK 01, 09 Juddepennuponan- OK 01, 09
Opraauzauus ompoc K 1.1-1.3 HBIH 3a4eT K 1.1-1.3
OIIEpaTUBHOTO U [IpakTuuec- 31-35 31-35
apXUBHOI'O Kue Y1-V5 YV1-V5
XPaHCHUs 3a/laHus
JIOKYMEHTOB TectoBble
3a/laHus
Jlokman,
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2. OI[BHO‘IHLIC CpeacTBa AJd NPOBEeACHUA TEKYHIEro KOHTPOJISA YCI€eBA€MOCTH

2.1 Bonpocsl 1J151 YCTHOTO0 onpoca (codeceq0BaHusA) 10 TeMaM

1. Ha3oBure ocCHOBHbIE JTambl JeIONpoU3BoJcTBA B Poccum W KpaTko UX
OXapaKTEepU3yuTe.

2. B xakoit nepuon Oblia BBEIEHAa CUCTEMA PETUCTPALIMH JOKYMEHTOB?

3. OxapaxTepu3yiiTe OCHOBHbIC IPUHIUIIBI ICTOIPOU3BOJICTBA [0 MEPE €r0 Pa3BUTHSI.

4. Kakue OCHOBHBIE JOKYMEHTBHI IO JE€JIONPOU3BOJCTBY ObUIM HPHUHSITHI BO BT.
nosioBuHe XX B.?

5. Kak pasButue Hocuteneid uHbOpMaluMu BIMSIET HA CO3/laHUE HOBBIX BHJIOB
JIOKYMEHTOB?

6. Kakue noxymentsl, npunsteie B Hayane XXI B., cnocoOCTBOBaIM BO30OHOBIECHUIO
pa3BUTHSA Jesonpon3BoacTBa B Poccun?

7. B kakoM [IOKyMEHTE€ paccMaTpUBAeTCs METOJMKA COCTAaBJICHHUS TEKCTOB
YIPaBIEHYECKUX JOKYMEHTOB, JaHbl IPEIOKEHUS 110 €€ CTPYKTYpe?

8. KakuMm JOKyMEHTOM periaMeHTHpPYeTCs MOPSI0K O(QOPMIICHUS YIPaBICHUYECKUX
JIOKYMEHTOB?

9. B kakoM 3aKOHOJATENILHOM aKTe Jaércs MOHSATHE JOroBOpa M TMOPSIOK €ro
odopmiieHus?

10. B kakux 3aKOHOJATENbHBIX aKTaX W HOPMATHBHO-NPABOBBIX JIOKYMEHTax aaércs
NOHATHE  «IOKYMEHT», <«JOKYMEHTHpOBaHHas  HMH(QOpMaIms», «3JIEKTPOHHBIH  00pa3
JOKyMEHTa»?

11. Kakoil AOKYMEHT perjiaMeHTUpPYeT MpaBuia JOKYMEHTUPOBAaHUS B KOHKPETHOM
opranu3anuu’?

12. Kakoii cpok JeiicTBUSI HIMEIOT JIOKAIbHbIE HOPMATUBHBIE aKThI?

13. Kakue JOKyMEHTHI COCTaBJSIOT TPYHIYy OPraHU3aldOHHO-PACIOPSIAUTEIHLHON
JIOKyMeHTanuu?

14. Pacckaxxutre 00 00s3aTeIbHOM HAO0OpPe PEKBU3UTOB JJIi KOHKPETHBIX BHIIOB
JIOKYMEHTOB.

15. IlepeuncnuTte cTaAuy MOATOTOBKH PACHOPSAUTEIBHBIX TOKYMEHTOB.

16. KakoBo Ha3zHaueHHE HH(OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB?

17. Yto Takoe «10KYMEHTOOOOPOT» U KaKOBa €ro OpraHu3aIus U 1eib?

18. Kakwne cmocoObl perucrpanuu JOKYMEHTOB HCIIONB3YIOTCS B OpraHH3alUd U 4YeM
o0ycioBieH BbIOOp criocoba?

19. Yto moHMMaeTcs O MPEIBAPUTEIBHBIM PACCMOTPEHNUEM IOKYMEHTOB?

20. Yro Takoe «10KyMEHTONOTOK»? J[aliTe MOJHYIO0 XapaKTepPUCTHKY.

21. KakoBbI OCHOBHBIE 3TaIbl JABIKEHHS BXOSAIINX JOKYMEHTOB?

22. Ha3oBuTe OCHOBHBIE 3Talbl IBUKEHUS UCXOAIINX JOKYMEHTOB.

23. Ha3oBuTe OCHOBHBIE dTAIbl IBUKECHUS BHYTPEHHUX JOKYMEHTOB.

24. Yrto nmoHUMAaeTcs MOoJl SKCIEPTU30i TOKyMeHTa?

25. Kakum  TpeOoBaHMSIM  JODKEH COOTBETCTBOBATh  MOPSAOK  (POPMHUPOBAHUS
JIOKYMEHTOB B jeina?

Kpurtepun onenuBanus:

O1leHKa «OTJIMYHO» BBICTABISAETCA OOY4YarOLIEMYCs, €CIM OH HE TOJBKO TIyOOKO M
IIPOYHO YCBOWJ BECH MPOTPaMMHBI MaTepuan, HO W IPOSIBWII 3HAHUSA, BBIXOASILUE 3a €r0
npenenbl, MOYEPIHYThle W3 JIOMOJHUTENbHBIX HCTOYHUKOB (y4yeOHas uTepaTypa, Hay4dHO-
HOMYyJsipHAsl JUTepaTypa, HAaydHble CTaTbu M MOHOTpadguu, COOPHUKH HAy4YHBIX TPYIOB HU
MHTEPHET-PECYPChl U T. II.); YMEET CaMOCTOSATEIbHO 0000IIaTh MPOrpaMMHBIA MaTepHall, He
JIOMyCcKas OIIMOOK, MPOAHAIM3MPOBATH €r0 C TOYKU 3PEHUS PA3IMYHBIX IIKOJ U B3IJISAIOB;
VBSI3BIBAET 3HAHUS C MPAKTUKOW; NPUBOAUT NPHUMEPHI, JAEMOHCTpUpPYIOIIKME TIyOoKoe
NOHMMAaHHEe MaTepHaja UK MpodJIeMbl;
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O1eHKa «XOPOII0» BHICTABISIETCS 00yUaIOIEMyCs, €CIIM OH TBEPO 3HACT MPOrPaMMHBIN
MaTepuai, TPaMOTHO M IOCIENOBATEIBHO €0 M3JIaracT, YBA3bIBACT C IPAKTUKOW, HE JOIyCKas
CYILLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOCHI;

O1eHKa «yA0BJIETBOPUTEIbHO» BbICTABISETCA 00YyUYaIOLIEMYCsl, €CJIM OH YCBOWJI TOJIBKO
OCHOBHOW NPOrpaMMHBIA MaTepuai, HO HE 3HAET OTIAEIbHBIX IIOJIOKEHHUH, B OTBETE JOIyCKAET
HETOYHOCTH, HEIOCTaTOYHO MpPaBUJIbHBIE (POPMYJIUPOBKH, HApPYyLIAET I0OCIEA0BATEIbHOCTh B
U3JI0KEHUU IIPOrPAMMHOI0 MaTepUaa;

OreHKa «Heyl0BJIeTBOPUTEIbHO» BbICTABISETCA O0YYarOEMYCs, €ClIi OH HE 3HAeT
3HAQYUTEJILHOM 4YaCTU OCHOBHOI'O IIPOTPAMMHOI'0 MaTepHalla, B OTBETE JOIYCKAET CYIECTBEHHbIE
OLIMOKH, HETPaBWIIbHbIE (POPMYITHPOBKH.

2.2. IllepeyeHb NPAKTHYECKUX 3aJaHUI

1. CocraBnenue u opopmiIeHHE OPraHU3AMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.

Lenp paboThl: M3YYUTh YUpPEAUTENbHBIE JTOKYMEHTHI YUPEKICHHUS, OpraHHU3aliH,
npeanpustas. Hayantscst cocTaBnsTh 1 0pOPMIISATh OPraHU3aLMOHHBIE JOKYMEHTHI.

3amanue

1. CoctaBuTh YcCTaB MpeanpusiTUs.

2. OdbopMUTD yupeUuTEeNbHBIN JOTOBOD.

3. OpopMHTB HOIDKHOCTHYIO HHCTPYKIIHIO.

4. OpopmuThb MpaBuiIa BHYTPEHHETO PACIIOPSIKA.

Meroandeckue ykazaHus

UToObl BBHIMOIHUTH 3aJlaHUE, HEOOXOAMMO O3HAKOMHUTBHCS C MAKETOM YUYPEIUTEIbHBIX
JOKYMEHTOB. B makeT y4peuTebHBIX TOKyMEHTOB OpTaHu3aluil (IPEAIPUSITHS) BXOIAT:

- YUpEAUTETbHBIN JOTOBOP;

- yCTaB;

- MIOJIOKEHHE 00 OpraHu3aIuy;

- IIOJIOKEHHUE O CTPYKTYPHOM IOJIpa3/iesIeHUY;

- CTPYKTYpa U HITaTHAasl YUCIEHHOCTD;

- ITaTHOE PacIHCaHuE;

- TOJIKHOCTHBIE HHCTPYKIIUH.

2. CocraBienue u 0pOpMIICHHE PACTIOPSHKEHUSI.

Iesb paboThl: MPUOOpPETEHNE HABBIKOB COCTABIECHUS U 0(OPMIICHHE PACTIOPSKEHHUS.

3ananue

CoctaBuTh 1 OPOPMHUTE: PACIOPSKEHHE.

CocTaBuTh ¥ 0OPMUTH: IPUKA3 IO IUYHOMY COCTaBY.

3. OdpopmieHne cupaBok, JOKJIAAHOHN U CIIy)KeOHOM 3alMCKH, aKTa.

Lenp pa®oThl: HAyYUThCS MPABUIBHO COCTaBISATH W O(GOPMIIATH CIIPABOYHO-
UH(POPMAaLIMOHHbIE JOKYMEHTBI.

4. Odopmnenue TpymoBOrO JOrOBOpa, MpHKaza O MpueMe Ha padorty, odopmieHue
TPYAOBOU KHUKKH.

ens paboTel: HAyunTHCS OGOPMIISITH TPYAOBOU JTIOTOBOP, NMPUKA3 O MpUEME Ha padoTy,
TPYJAOBYIO KHIKKY.

3ananue

CocTaBUTh MPOEKT TPYAOBOTO I0TOBOPA.

CocTtaBuTh MpHKa3 0 IpUeMe Ha padoTy.

5. 3amanue

Odopmierne mucrMa-mpochbObl, MIChMa 3asIBKH.

OdopmiieHre rapaHTUHHOTO TUCHMA.

OdopmiieHre COpOBOIUTENHHOTO MUCHMA.

OdopMmieHne NpeTeH3u.

OdopmiieHne oTBeTa Ha MPETEH3HIO.

6. CocraBienue u odopmieHHe UHPOPMALUOHHO-CIIPABOYHBIX JIOKYMEHTOB: pPE3IOME,

18



JIOBEPEHHOCTb.

Kpurepuu onenuBanus:

OneHKa «OTJIMYHO» BBICTABIIAETCS OOYy4YaIOUIEMYCs, €CJIU IPaKTHYECKOe 3aJaHue
NPaBUIBHO PEIICHO, TPUBEACHA OPOOHAs apryMEHTAIUsI CBOETO PEIICHNs, IIOKAa3aHO XOpolIee
3HaHUE TEOPETUYECKHUX aCIIEKTOB PEIIEHHs IPAKTUUECKOTrO 3aJaHHUs.

OneHKa «XOpOIIO» BBHICTABIIAECTCS OOydaloOLIEMyCs, €CIM IIPAaKTU4EeCKOE 3aJaHue
IPaBUIbHO PEIIEHO, NPUBEICHA JOCTATOYHAs APTyMEHTAlMsl CBOEro peIleHMs, IOKa3aHO
OIIPENIEIEHHOE 3HAaHNE TEOPETUYECKOI0 MaTepUaa.

OrneHKka «y/0BJIETBOPUTEIbHO» BBICTABIIAETCS OOY4YalOIIEMYCs, €CIU IPAKTHYECKOe
3a/laHue YaCTUYHO MMEET MPaBUIIbHOE PEIICHUE, apTyMEHTAlUs HE MI0JIHAsA, HE MIPOCIIEKUBAETCS
3HaHUE TEOPETUYECKOI0 MaTepuaa.

OneHka «Hey/10BJIETBOPUTEJIBbHO» BBICTABIISIETCS 00yUaroLIEMYCsl, €CIIU MPAKTUYECKOE
3aJJaHH€ PELIEHO HEBEPHO, OTCYTCTBYIOT HEOOXOAUMBIE 3HAHUS TEOPETHUECKOI0 MaTepHuala.

2.3. TecTroBBIC 3aJaHUA

1. IoKyMEHTOM Ha3bIBaETCH:

1) COBOKYIHOCTb CBeIEHUI O mpeaMerax, (akTax, COOBITHIX M MPOLECCax HE3aBHCHMO
0T ()OpMBI UX TIPEACTABICHUS

2) 3aduKcUpOBaHHAas Ha MaTepUabHOM HOCUTeNe HH(pOpMalUs C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UICHTH(PHUIINPOBATH

3) nepeueHsb (CHMCOK) KaKUX-THO0O0 JaHHBIX, PACIIOJIOKEHHBIX B OIPE/IEICHHOM MOPSAKE

4) 3anuch y4ETHBIX JAHHBIX 10 YCTAHOBJIEHHON opMe

2. JIocTOBEpHOCTH YIIPaBIEHUECKOW HH(OpMaLUU:

1) ompenensieTcsi CTETNEHBIO COOTBETCTBHUS €€ COJEPXKAHUA OOBEKTUBHOMY COCTOSIHHUIO
nen

2) xapakTtepu3yeT ee 00beM, KOTOPBIH MOJKEH OBITh JOCTATOYHBIM MJISi TIPUHSTHS
pelieHn

3) onpenensieTcss BpEMEHEM €€ Tepeaadun U 00padoTKu

4) Bce BEPHO

3. JlokyMeHTHpOBaHUE - 3TO MPOIIECC:

1) nBWXXEHUS JOKYMEHTOB B OpPraHU3allMM C MOMEHTA UX CO3JaHMs WUJIM TOJIyuYeHUs 0
3aBEpIIEHUS UCTIOTHEHUS WM OTIPABIICHHUS

2) NpUCBOEHUS TOKYMEHTaM MOPSAIKOBBIX HOMEPOB U YCIIOBHBIX 0003HaUEHHI

3) 3amMcH y4eTHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOW (opme, Qukcupyromuas
(axT ero co3iaHus, OTIIPABICHUS WIH MOTYYESHUs

4) 3anucu HHGOPMAIIMY Ha PA3IMIHBIX HOCUTEISX 110 YCTAaHOBIICHHBIM IIPaBHIIaM

4. ITpu knaccuuKkanuy TOKyMEHTOB MO crnocoly (ukcanuu, Kakue U3 MepedrcIeHHbIX
BUJIOB JIOKYMEHTOB HE OTHOCSTCS K TAaHHOH TpyTIIe:

1) BHyTpeHHUE

2) NUCbMEHHBIE

3) rpaduueckue

4) akycTHuecKue

5. Opranu3zanueit paboTbl ¢ JOKYMEHTaMHU Ha3bIBACTCA:

1) obecrieueHne IBMKEHUS TOKYMEHTOB, MX XPAaHEHUS W WCIIOJIB30BAaHHS B TEKYIIEH
paboTe opraHuzanuu

2) mporiecc MPUCBOCHUS TOKYMEHTaM MOPSIKOBBIX HOMEPOB M YCJIOBHBIX 0003HAYCHUN

3) 3amuCh YYETHBIX JAHHBIX O JOKYMEHTE MO YCTaHOBJIEHHOW (opme, QUKCHpYroIas
(axT ero co3naHus, OTIIPABICHHS WIH MOTYICHUS

4) 3anuch nH(GOPMAIMK Ha PA3JIMYHBIX HOCUTENSAX MO YCTAaHOBJICHHBIM ITPaBUIIaM

6. OnHuM W3 HANpaBIEHWA  COBEPUICHCTBOBAHUS  JOKYMEHTAIlUH  SIBIISIETCS
CTaHJapTH3aIHsl, KOTOPOI Ha3bIBACTCS:
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1) mporecc ycTaHOBIIEHUS M IPUMEHEHUS CTaHIapTOB

2) ynopsAo4eHHas paboTa IO ONTHUMHU3ALUUM CTPYKTYPBI, COJAEp)KaHUS, CTHIIA
CO3/1aBaeMbIX JOKYMEHTOB M CO3/IaHUS HAa 3TOIl OCHOBE TUIIOBBIX BAPHAHTOB UX TEKCTOB

3) COBOKYNHOCTb JEHCTBMH, O0OECHEUMBAIOIIMX CBOEBPEMEHHOE  HCIOJIHEHUE
JIOKYMEHTOB

4) pa3paboTka equHbIX (POPM TOKYMEHTOB U MPaBUJI UX COCTABJICHUS U OPOPMIICHUS

7. YKaxxuTe, Kakre U3 Ha3BaHHBIX PEKBU3UTOB HE YKAa3bIBAIOTCS Ha OJIaHKE MUCHhMA:

1) sM0G1emMa opraHu3aIuu

2) HauMEHOBaHME BUJIA IOKYMEHTA

3) cipaBOYHbIE JaHHbIE 00 OpraHU3aALUU

4) nata 1 perucTpalvoOHHbI HOMEP

8. Ilpu yrioBoM LIEHTPOBAHHOM PACIOJI0KEHUU PEKBU3UTOB:

1) Bce cTpoku OjlaHKAa HAYMHAIOTCA OT TPAHMLBI JIEBOTO IIOJIA, MpPaBbli Kpal He
BbIPaBHUBAETCS

2) BCE pPEKBU3MUTHI pacloiararoTCs Ha JIEBOM II0JIE€ JIOKYMEHTa M BbIPAaBHUBAIOTCS
OTHOCHUTEJIBHO CEePEUHBI JIUCTA JOKYMEHTA

3) pPEeKBU3UTHI pacloyiaratoTcsl MO BCEH IIMPUHE JINCTA C PAaBHBIM YIAJICHUEM KaXKIou
CTPOKH OT JIEBOT'O U IPaBOIo MOJIs

4) peKBU3UTHI PaCIOIaratoTCsl HA CBOOOJHOM BEPXHEM I10JI€ JIUCTA

9. HanmeHnoBanue ¢unmana, NpeACTaBUTENbCTBA WJIM CTPYKTYPHOIO MOJpa3/esIeHUs
OpraHM3aly YKa3bIBalOT B TOM CIIy4ae, €CJIU OHO SIBIISIETCS:

1) oTnpaBuTeneM 10KyMeHTa

2) nmoJstyyaTteneMm JOKyMEHTa

3) HCIIOJIHUTENIEM JOKYMEHTa

4) aBTOpOM JTIOKyMEHTa

10. PexBuszutr HaummeHoBaHue BHUAa JOKYMEHTa NMILETCS 3arjaBHbIMU OyKBaMU MU
IPOCTABIISIETCS:

1) Ha Bcex JOKyMeHTax

2) Ha IIpUKa3ax U PaclopsKEHUAX

3) Ha BceX JOKyMEHTaX, KpoMe IHceM

4) TONBKO HA OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTaX

11. Kakue u3 npuBeI€HHBIX TOKYMEHTOB HE MOJUIEkKAT YTBEPIKICHHUIO:

1) pacniopsikeHUs] pyKOBOAUTEIS IPEITPUSITHS

2) aKThl IPOBEPOK U PEBU3HIA

3) mosio’KeHre 0 CTPYKTYPHOM TOIpa3IeICHII

4) oT4eTHl 0 KOMaH/IUPOBKAX COTPYIHHKOB

12. PexBHU3HT «PE30TFOIHS PACTIONaraeTcs:

1) Ha mocneHeM JTUCTe JOKYMEHTA 101 PEKBU3UTOM «aJpecar»

2) Ha TIEpBOM JIMCTE JIOKYMEHTA HaJ] PEKBU3UTOM «ajipecar»

3) Ha mocJeIHeM JIMCTE TOKYMEHTA 01 PEKBU3UTOM «HAaUMEHOBaHHME BUAA JOKYMEHTa

13. Ilpu wm3noxeHnu nuGpoOBOM WM CIOBeCHON wHHpopManmmu 00 OJHOM OOBEKTe,
KOTOPBII XapakTepusyeTcs Mo psily MPU3HAKOB, TEKCT JOKYMEHTa 0(OPMIISIOT B BUJE:

1) cBsA3HOrO TEKCTA

2) aHKEThI

3) TaGauIIBI

4) koMOMHAIHH 3TUX (HOPM.

14. PexBusut «PeructpaninoHHbI HOMEP TOKYMEHTa» MPOCTABIIAETCS:

1) Hmxke pexBusuTa «JlaTa TOKyMeHTa»

2) BbIIlIe peKBHU3HTA «JlaTa JOKyMeHTay

3) Ha OJTHOM YpPOBHE C PEKBU3UTOM «/laTa JOKyMEHTa»

4) Huxe pexkBusuTa «TeKCT TOKyMEHTa»
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Kpurepun oueHuBaHus:

O1eHKa «OTJIMYHO» BBICTABJISETCS 00yYaromeMycs, €Ciii OH MPaBWJIbHO OTBETUI Ha 90-
100% oT o011ero 4rciia BOIIPOCOB TECTOBBIX 3aaHUH.

O1eHKa «XOPOII0» BBICTABISIETCS 00Yy4aromeMycs, €CIi OH MPaBHWILHO OTBeTHI Ha 70-
89% oT 001IeTO YKClia BOIPOCOB TECTOBBIX 3aaHHH.

OlneHKa «yA0BJIETBOPUTEIBLHO)» BBICTABIIICTCS O00YyYalolEMyCsi, €CIU OH IPaBUIBLHO
otBeTHI Ha 50-69% OT 0011IeTO YKClia BOIPOCOB TECTOBBIX 3aIaHHM.

OrneHKa «Hey/A0BJIETBOPUTEIBLHO» BBICTABIISCTCS O0YUYaIOMIEMYCsl, €CITU OH MPaBUIHHO
oTBeTHJI MeHee ueM Ha 50% ot 00111ero ynciaa BOMPOCOB TECTOBBIX 3aJIaHUM.

2.4. TemaTuKa J0KJIA10B
OO0m1as XxapakTepucTUKa CUCTEM JIOKyMeHTaluuu B PO.
DBoUTIONUS JOKYMEHTA KaK HOCUTENSI HH()OPMAIHH.
Bo3HuKHOBEHHE U pa3BUTHE JIEIOMPOU3BOJICTBA B Poccuu.
Hcropust hopMUpOBaHHS U PA3BUTHUS YUCHUS O JJOKYMEHTE.
CyIIHOCTh TOKYMEHTAIIMOHHOTO 00CCIICUCHUS YITPABJICHUS.
VYupasieHueckas JokyMeHTanus. OyHKIMK yIIpaBIeHYeCKOH TOKYMEHTAIINH.
Texnuueckue cpencTpa 00pabOTKH TIOKYMEHTOB.
[IpaBuna 3anonHeHus] YHU(DUITUPOBAHHBIX JOKYMEHTOB.
. Tlopsok HampaBiieHUs JOKYMEHTA Ha UCIIOJIHEHUE.
10. ITonsitue pexkBU3UT JAoKyMeHTa. (Cxema pacmojoXeHUsT W  XapaKTepUCTUKa
PEKBHU3UTOB.
11. bnank moKyMeHTa: MOHSTHE, BUIbI, OCOOCHHOCTH.
12. OcHoBHBIE yIIpaBlI€HUYECKHE TOKYMEHTHI: COCTaBlIeHHE U 0(hopMIICHHE.
13. OcobenHocTu ohopMIeHHS TEKCTa JOKYMEHTa (Yucel, Tabaul], UMeH U (haMuiuii).
14. Ocobennoctu oopmieHnss THPOPMALMOHHO-CITPABOYHBIX JTOKYMEHTOB.
15. OcobeHHOCTH TOATOTOBKM H O(OPMIIEHUS [TOKYMEHTOB [I€JOBOM MEpEenucKu
OpTaHH3aIIH.
16. [lenonpou3BOJCTBO B KaJIpOBOH CITyKOe€.
17. OcobGeHHOCTH OpraHU3AIMH JIEKTPOHHOTO JOKYMEHTO000pOTaA.
18. [lenonpou3BOJCTBO U apXUBHOE JIEIIO.

CoNoR~LNE

Kputepuu oneHuBaHus 10KJIA10B:

O1eHKa «OTJIMYHO)» BHICTABIISICTCS 00YJAIOMEMYCsl, €CITH:

— aBTOP MPEACTABUII IEMOHCTPALIMOHHBINA MaTepuall U yBEPEHHO B HEM OPUEHTUPOBAJICS,

— aBTOp OTBEYACT HA YTOYHSIOIINE BOIIPOCHI ayIUTOPUH;

— TMOKa3aHO BIaICHUE MOHITUSIMH U KaTETOPHUSAMH TUCIUILINHEI,

— BBIBOJIBI TTOJTHOCTBIO OTPAXKAIOT MOCTABIICHHBIC TIEJIA U COJIEPIKAaHUE PAOOTHI.

OreHKa «XOPOII0» BBICTABISETCS 00yJaroeMycs, eCIu:

— IEMOHCTPAIIMOHHBIN MaTepuall UCIIOJIB30BAJICS B JIOKJIAJ/Ie, HO €CTh HETOYHOCTH;

— IOKJIQJIYUK CMOT OTBETUTH Ha 2-3 YyTOYHSIOUIUX BOMPOCA;

— JOKJIAAYMK YBCPCHHO HCIIOJIB30BAJl MOHATUA U KaTCrOpHUH AUCHHUIIIINHBI,

— BBIBOJIbI JOKJIAJYUKA HE TTOJTHOCTHIO OTPAXKAIOT NMOCTABICHHBIE IIEIIH.

O1eHKa «y/10BJI€TBOPUTEIbHO)» BHICTABIISIETCS 00YJarOIIEMYCsl, €CITH:

— JIOKJIa/T 3aUMThIBaeTCA (AOKIAAUUK 3aTPYAHIETCS BOCIPON3BECTH UHPOPMAITUIO
CaMOCTOSITEIIbHO);

— MPEeJICTaBICHHBIN TEMOHCTPAIIMOHHBIN MaTepHUal HE UCIIOIb30BAJICS TOKIAAUYUKOM HIIN

OBLIT OPOPMIIEH C OIMTMOKAMH 10 COCPKAHUIO TEMBI JOKJIAIa;

— JIOKJIQTYUK HE MOXKET OTBETUTH Ha | 1 OoJiee YTOUHSIOMINX BOIIPOCA Ay TUTOPUH;

— BBIBOJIBI TTPEJICTABJICHBI, HO HE OTPAYKAIOT ITOCTABJICHHBIC TCJIA U COJICPIKaHUE PAOOTHI.

OreHKa «HeyT0BJIETBOPUTEIbHO)» BBHICTABISICTCS 00yUaOIIEMyCs, €CIIH:
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He COOTBCTCTBYCT KPUTCPUAM OLICHKU YAOBJICTBOPHUTCIIBHO.
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3. OueHOYHBIE CPeICTBA /ISl IPOMEKYTOYHOI aTTecTaluu
3.1. IlpumepHbIii NepeyeHb BONPOCOB K An(depeHIIHPOBAHHOMY 3a4eTy
JIOKyMEeHT KaK HOCHTEJb HH()OPMALUK: IOHATHE, IPU3HAKU, QYHKIIUY.
DJIEKTPOHHBIN JOKYMEHT.
Knaccugukarus 10KyMeHTOB.
Cranpaptusanus ¥ yHU(DUKALUS TOKYMEHTOB.
Cucrembl TIOKYMCHTAIIHH.
OpraHu3anroHHO-PACTIOPSTUTEIbHBIC IOKYMEHTHI: IIOHSATHE, OCOOCHHOCTH, BUJIBI.
O6mme TpeboBanuss 1O  OGOPMIICHUIO  OPraHU3ALMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB.

8. Buapl JIOKyMEHTOB IO JIMYHOMY COCTaBy, OCHOBHBIC PEKBH3HMTHI M IpaBWJIa HX
odopmIIeHHUS.

9. O6mume TpeboBaHUS MO OPOPMIICHHIO CIIPABOK, JOKIAJTHONW M CIY)KEOHOU 3aruCKH,

NoookrwnpE

aKTa.

10. O6mme TpebGoBaHusi M mpaBmia OGOPMIICHUS TPYIOBOTO JOTOBOpPA, MpPUKa3a O
npueme Ha paboTy, 0hOpMIIEHUS TPYIOBON KHIKKH.

11. IlpaBuna cocraBieHus, 0hOPMIICHUE U CTHIIb JICTOBBIX ITHCEM.

12. IlpaBuna opopmieHus AeT0BOM U KOMMEPUECKOH MepernucKu.

13. TloHsATHE perucTpanyu JOKYMEHTA U €€ CTaIHH.

14. OO6ume mpaBua perucTpalyy yrpaBjieHUeCKUX JOKYMEHTOB.

15. OcHoBHBIE ITpaBWIIa OpraHU3aUH TOKYMEHTO000pOTa Ha IPEAIPUATHH.

16. KadecTBeHHbIE XapaKTEPUCTUKU JOKYMEHTOO00POTA.

17. TlonsTue oOmEpaTUBHOIO XpaHEHWsI JOKYMEHTa M TpeOoBaHUS K OpraHu3aluu
OIEPATUBHOIO XpPaHEHUs YIPABIEHUYECKON TOKYMEHTALUH.

18. Homenknarypa nei: MoHSATHE, BUBI, TPEOOBAHHS K 0()OPMIICHUIO.

19. ®opmuposanue u opopmienue aen. Cucremarusanus J0KyMEHTOB B JIEII€.

20. Xpanenwue jaei.

21. Cpoku XpaHeHUs: JOKYMEHTOB.

22. DKcrepTusa HeHHOCTH JOKYMEHTA.

23. Ilpouenypa nepenaun JOKYMEHTOB Ha apXMBHOE XpaHEHHE.

24. Tlponenypa yHUYTOKEHHS TOKYMEHTA.

25. OpraHusanus JEeKTPOHHOTO J0KYMEHTO000poTa.

Kpurtepun onenuBanus:

O1eHKa «OTJMYHO» BBICTABISETCA 00Y4arOEMYCsl, €CJIM OH INIyOOKO M IMIPOYHO YCBOMWII
IIPOrPaMMHBIM  MaTepHall Kypca, HCUEpPIBIBAIOLIE, IIOCIEI0BATEIbHO, YETKO M JIOTMUECKU
CTPOMHO €ro M3jaraeT, yMeeT TECHO YBS3bIBaTh TEOPUIO C MPAKTHUKOH, CBOOOIHO CIPABIIAETCS C
3a/ladyaMM U BOIIPOCaMHU, HE 3aTPYJHAETCS C OTBETaMH IPU BUJOU3MEHEHNH 3a/laHUH, IPAaBUIIBHO
000CHOBBIBAET MNPUHATBIC PCIICHHA, BJIAACCT PASHOCTOPOHHHUMHU HABBIKAMHW HW IMPUCMaMHU
BBITIOJIHEHMS] IPAKTUYECKUX 3a]1a4.

OrneHKka «XOpOLIO» BBICTABISAETCS OOYy4arOIIEMYCs, €CIM OH TBEPAO 3HAET MaTepHall
Kypca, TPaMOTHO M II0 CYIIECTBY HM3JIara€T €ro, He JOINYCKas CYIIECTBEHHBIX HETOYHOCTEH B
OTBCTC Ha BOIPOC, IMPABHUIBHO MPHUMCHACT TCOPETUYCCKU TIOJOXKCHUA IIpU PCHICHUA
NPaKTUYECKUX BOIPOCOB M 3a/ay, BiaJeeT HEOOXOJMMBIMH HAaBBIKAMM W TpUEMaMU HX
BBITIOJTHECHMU .

O1eHKa «y/10BJI€TBOPUTEIbHO» BBICTABIISIETCS 00YyJarOLIeMyCsl, €ClIi OH UMEeT 3HaHUs
TOJBKO OCHOBHOI'O MaTrepuaja, HO HE YCBOWJI €ro JeTajei, OIyCKaeT HETOYHOCTH,
HE/IOCTaTOYHO MpaBHJIbHBIE (HOPMYIHPOBKH, HApyIIEHHE JIOTHUYECKOH MOCIIe0BaTEIbHOCTH B
HU3JI0KCHUH MIPOrpaMMHOro Marcpuaja, HCHBITBIBACT 3aTPyYAHCHUA TIIPH  BBIIIOJIHCHUU
IIPAKTUYECKUX 3a7a4

Onenka «HeyI0BJeTBOPUTEIbHO» BBICTaBJISIETCS oOyuaromemycs, eciu
OoOHapy>KUBaeTCcsd HE3HAHHE NPOIECCOB IMPEIMETHON 00JacTh, OTIMYAIOUIMICA HErITyOOKUM
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PacKpBITUEM TE€MbI, HE3HAHHEM OCHOBHBIX BOIPOCOB TEOPUHU, HECPOPMUPOBAHHBIMHU HABBIKAMU
aHaJM3a SIBJICHUMN, IPOIECCOB, HE YMEHHUEM JaBaTh apryMEHTHUPOBAHHbBIE OTBETHI, OTCYTCTBUEM
JIOTUYHOCTH U TIOCIIEIOBATEIIbHOCTU TPH H3JIOKEHUU MaTepuana. JlomyckarTcs cephE3HbIe
OLIMOKHU B COJIEP’KaHUU OTBETA.
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